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INTRODUCTORY 


| The Prime Object of every Writing Book should be to 
lead the pupil ultimately to write in a plain, easy and rapid 
style, which can only be done by a thorough drill in the use of 

the large muscles of the upper and fore arms. No other 
process is practical. Beautiful script letters, slowly drawn 
with thumb and fingers, can never. meet the demands of 
the day. 

To the Teacher. — In this Book are farts One, Two 
and Three. Part One is a Compendium containing copy-slips 
_ for class work, numbered from I t2 16 inclusive, which are to 
be taken from the back of the book and separated. These 
copy-slips not only give a useful and scientific arrangement of 
letters, but they present the only practical method of produc- 
ing them known to’ those who use the pen for writing. One 
special feature of the Compendium is its large number of 
copies for movement drill on the small letters, and another is 
its cuts which illustrate the vital points that pupils should 
understand, 

Part Two. contains Social Forms (pages 17 to 26 inclu- 


sive) carefully selected and arranged, As most pupils in their 


A Bill of Goods isan itemized state- 
-ment of goods bought, with price, amount 
and date of purchase. (See page 32.) 

A Due-bill is a written acknowledg- 
(See page 31.) 

An Order is a written request given 
by one person to another, directing the 
latter to turn over to a third person, 
money or its equivalent. 


ment of indebtedness. 


race innat 


Satin eo 


(3) Order for Goods. 


SUGGESTIONS. 

course of study seldom meet these forms except in ‘the writ- 
ing class, they should there receive careful atudy: and ample 
practice. 

Part Three contains Business: Forms ee 27 to 40 
inclusive), which are so logically arranged as to be easily 
understood by every pupil. Each commercial transaction, 
with the Business Form that is connected with it, is definitely 
ana ciearly explained in notes that accompany the forms, 

Many teachers rarely come in contact with commercial 
papers, and for this reason special foot notes, ‘‘ To Teachers,” 
have been inserted, which will greatly aid them in successfully 
directing class work. 

A Business Transaction is an exchange of values 
between persons.’ In business, these Transactions are 
usually made by means 
Notes, Checks, Drafts, etc, : 

Although a slight difference in the form of notes and some 
yet, in the 
main, the Business Forms given in this book are those im 


of commercial papers such as 


other commercial papers prevails in the States, 


common use throughout the country. 


(3) Bank Check. 
Favor of Chase & Sanborn. 


Boston, Mass., Sept. 8, 1903 
Messrs. Chase & Sanborn 
Please deliver to M. D. Lewts or order 
zoo lbs. Coffee 


and chargé to our account. 


Boston, Mass., Sept. 79, 1903 
GLOBE NATIONAL BANK 
Pay tothe Order of Chase & Sanborn $907.85 


Hale & Yerxa. Nine Hundred One and 85 Dollars. 
100 


No. ro2 Hale & Yerxe. 


A Bank Check is a written order 


(See page 30.) 


(1) Order on Storehouse for goods. 


ATLAS STORAGE COMPANY. 
20-22 Atlantic Avenue. 


Boston, Mass., Aug. 25, 1903. 
Please deliver to E . £&. Delano 


thhd. N. O. Molasses 
20 bbls. XXX Flour 


or order 


N.O. 72 
AAX 77 


and oblige Hale & VYerzxa. 


(2) Order for Money. , 


Boston, Mass., Aug. 37, 1903 
C. £. Delano 
Please pay to Mr. J. K. Soule 


Sixty Dollars ($60) 


Mr. 


and charge to our account. 


Hale & VYeri2za. 


31x Union Sq., New York ; 


given by a depositor to his bank to pay 
a certain sum of money to a person named, 
or to his order, (See page 33.) 


(1) Bank Check. Favor of Hale & Yerxa. 


Bangor, Me., May 4, 1903 
PENOBSCOT NATIONAL BANK 
Hale & Verxa $481.75 


Four Hundred Eighty-one 75 Dollars. 
1u0 


Pay to the Order of 


No. 756 G. EB. Zaner & Co. 


(2) Bank Check. Elias Rice, payee. 


Boston, Mass., Sesz. 25, 1903 
GLOBE NATIONAL BANK 
| Pay to the Order of Elias Rice $281.30 


Two Hundred E ighty-one and 30 Dollars. 
100 


| No. zor Hale & VYerxa. 


Tur Morst Company, Publishers. 
8 Beacon St., 


vA 


Boston ; 195 Wabash Ave., 


Negotiable Papers are written ob- 
ligations that may be bought and sold, 
as Notes, Drafts, etc. 


A Promissory Note is a written 
promise to pay a specified sum of money 
at a fixed time. 


A Demand Note is payable on de- 
mand of the payee. 


A Negotiable Note may be trans- 
indorsement. lf 
>-are omitted, the 


ferred by the payee’s 
the words “or order’ 
note is not negotiable. 


Time Notes are pattie at the ex- 
piration of the time named therein, or 
three days after if grace is allowed. 


The Maker of a note makes ‘the 
promise to the payee, or to his order. 


Chicago. 
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i! SOCIAL FORMS 

LETTER OF CONG RALULAITONG. Herbert Waterman, upon hearing that 

e his friend Roy Perkins, had been chosen valedictorian and also that he had secured the il 
4 highest rank in the college tests, wrote the following note of congratulations. (rat. 


Part Two 


Coftumins,, Ohic- dune 17, 1908 
Lean Itoy, 

Lations on moun iuilliamnt sarceiss al thi ean 
Lege Lami nahions. Yow WAY. Lrfech rene ab 
3 the Gadiwalion Lrenrctses lo hear (YOU uate — 


MNertert Wat 
LrLAL NALAWaw 


CO Ares CN Chao, fame L119 08 


Roars. acer. aay pronday Cor gta boas 


/) . Bay ai V t 
4atiaonds on O2AN tet hE et Ms cesar Oot Thy aa 


Se ACA Si ee ON Re a SC 


SOCIAL FORMS 
NOGH OF CONGRATULATIONS. Julia Mean receives the following note from fllice 


ao her school-mate. 
Hallas, lan. u, 1904. 
Hrar lutia, 


On this sintemth anniversary of 


Yow birthday tt me add my good withiss 


Part Two 


lo thoiu of your mMumeAous priunds 
L hope tha al ryou rmay wsnyoy many 
happy rlurns of lke occasion. 
Cordiatly ry (YOUN, 


Mice Dpence. 


ciao 
he Ose. Dale Q., 


oy, Chek iced toe eee rg of 
same SA oo UMAR 
ta those - OU APU a Se re Pe A a 


ope thok agar _amay ay oy cen.aavy 
a isan op ths OtCmALON: 


eh a 


SOCIAL FORMS 
LHLITHER OF SYMPATHY. FA diploma in Penmanship was awarded all the pupils 
passing a satisfactory test in a certain Business College. John was successful. Erastus made a fatl- G 


ure but received the following from his s friend John. 


ANAL City, oz, tebe to, IG OS. 
Ty diay Crass, 


Please accept Vy. Ayn py £) any wags 


YOu parte lo ALcUArL a i es Lin Tela 
VLAN AMAP. OMS pact tha (YOU Pave only 
devoted a few wets to the study, LS ample 
excuse. YW lLahing YOu LUCCLAS LN fulure efforts 


/ SPLIVLANLTVL, 


Part Two 


Kemsns ey a Wha, tebe 10,1905. 
Mey ton (ro sles, 
aa ade acerfol sence 8 Ayn — UT. 


LU th la ee AT, NS pln LAF L, Rem - 


annsbdga Shep pack that Pa aD fae 


~f a we / z ¥ | 
Peete dtu ierbs lo the atl, Ad _arenhbe 


‘ nb / 
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SOCTAL FORMS 
(ar LHLTER OF ACK NOWLHOGHMENT. Jennie, a young lady at school, writes the () 


following letter of acknowledgement after receiving a dictionary from her uncle. 


679 (efforson xt hy 
Hamnvenr, ot; an. o 1GOu, 


I heartily tha de ae 
the wsreellimt LUMON any prrcevued tor- Lay 
Wo to just uthat L have long meded in Achoot 

Oe i ee constantly Pemmrrnd rye of the 


heimdness of Onn Whee wstoonn J aa 


highly | 


art Two 


TT Nebo Bt, 
Demaer, C Gp 


en Shanti thank apou fot 


oe ae utrat S han tong etal dg 


ag Ya aS Se — = = 
e, EGRESS Se aes a OE ee glam a Ga ee aes 


SOCTAL FORMS 


7) fe > 7 Te A GOR ag. T oY is a FAW Grea i 7 77 vee } re B as | 
© INFORMAL LETTER OF INVITATION. Theresa Kellogg writes the following aa 
letter to Ruth King. 


a 


Part Two 


My dranr lth, 


Doane: ton panei ea 
formal qgaihening of L fou proends 
MLA Nadmnesaday LINNANG ah AVE 
o'clock, lo met Cthel nny. Who 
aew, just Dur ned from London. 
Hite you mot be one of Lhe mumetenr? 

os recently (YOuns, 


SPLANLLG, 


72 ltichdate. Avenue, 
Ongusd u, iqou. 


SOCIAL FORMS 


Copy below the letter on page 22. 


Aerts Tre th. 
ao ines As ane fowe QN_im- 
per g 

geek: m 220d bal Bick ‘ata poe 
fads peal netuUnALoal from tendon. 


nll aie mot, Le. rill S| the murrdyen 


tum 


1 Wihdnk Bong Oe 
= Lungesat 4,1904 


SOCTAL FORMS 
24 FORMAL INVIZATION. Mr. and Mrs. True send owt invitations similiar to the following. Ga 
Mr. Snow, ( page 25) accepts, while Mr. White, (page 26) sends a letter of regret. 


We ard Wing Wore Saas Dequead the 
plrasre of TMU. Vonmn SNOW CON Pay. Odie 
We. or ee L/ULINAILZ, Mune lemth 

Jdeven o'ctock. 


276 Pime Unenur, dune Third. 


Part Two 


Ls (TAL. ee i is. tam. Vag, Ae guest the. 
BAAN be mn shah Yokomo oud com/oa nag al dim- 


a 8 Be Cali a a La LANMLAUG., LA ALY, ee 


oe O- ‘olack. 


1276 Tins Cnvem My Garam: 


Di ae Sind tN. ve negutil the 


plraaurs. + P71. porn dnows_ Sse Po at dun- 


Mh on /S eae ae MAMTA as aes Toth. 
dinen o'clock. 
2) haa mer Uae tha. 
Oe Gad! Ts. Hon ace cae anespe 
> Sapaepees oF FTln. poten. davon as 14. Ot ie 
mais dn Teresa. Quay dasenian Pon pom f tein Lh, 
Deion, oclock. 
216 Row Clanton, Vana thing. 


SOCTAL FORMS 
(Gy DLHEICER OF FORMAL ACCHETANCE. Mr. Snow’s answer to the formal invitation on 23) 


Wr. bohm JMOW- presents AA com ptt- 
S Reeds LO. OS Le Wns. War. Sruwe and accepts 
EWith plrasure hein tind imauitation Lor SULs- 


Lay LSULINA/IVLE 


page 94. 


Ge 


ba: Aatatodive LOLs lume fourth, 


TN. ia dmour pocitcihd Ass compl, - 


tes. to Yn. Qmd. LTA. DEAN. Trigg oul aceupls | 
auth aa dAAree reyes a ke imantaAnes por Liss : 
Me a 


sea Anpapuapta Tr. aml TVG. W/ daca Trek aad. a z 
ae TA eee ae Dz ne tation. gor Tutus | 


th. re; Vata bein dts, 


sents Lae Ih Qa. Ta Sie mee fe acct ply 
ustth. pleadecnt th esr fcc nian Lado pou LLL. 
waemimg 


£6, Se Yatabduin dtrect, pe. _, 


SOCTAL FORMS 
DLHITER OF FORMAL REGRET. Mr. White's answer to a formal invitation similiar to 


OM one on page 24. | oc 

a Cn ah Co On ike presents Rib Corr - 
pliments Loe Vin. amd Ws. Wars True and prgiwnd 
wicediygly Cha prertows wnqgaqgumwunt LHe 
prevent Pen aece plane LQ of [hs Wi hired Lnanta- 


Lion for a as Migs. UNI". 


Part Two 


27u. i ke VIL ee ath fourth, 


® 


ue ye Oe oo a e YL pil p i 2 pate Ass _Com- 
béuonsnte 1 la Wn. and Ws Wom. Tras amd. ne ghels 
Lace edn tt that « L_prsanc a OM AAG Bag he ed det nt. utd 
prea Lf cet flane of thur timd uunta.- 
tion sake ie LAS nang Henan ote aN | 

mo mea 274. ECastinm is (On OA AE,U. Oe i igs. fouath, 


Di tind Co ee ee is) vidents Avs caom- 
pliaments Poh ae Tip ea, LDA, Vans Sime 
megnsls LALLA re thal OQ. pred PrOUd Lv | a | 
und fore en thy. daceplan ce Of Theta. ie 
laurtotion fot Aero 6 LAMM 


Pass Psa te nie i aad. ere he 


(ut BUSINESS FORMS @) 
VIII 27 


The Business Forms, or Papers, and the Commercial Transactions on the following pages are arranged 
progressively and in the order in which one would be likely to meet them upon entering business. To give more 
of the character of actual business, each pupil is to write Hale & Yerxa in answer to their advertisment, (which 
appears in the Morning Herald and; WANTED—A young man or woman, 15 to 17;this position and in order that the 
a copy of which is here given), ap-| years ofage, as assistant in our office. Evidence of |RBusiness Forms may be better un- 
1 Ba ie iti c integrity must befurnished. Good penmanship dered h Hida tb 
Pe re DORs oe ee all accuracy in fioures are essential. Addrese +27 S909) CtCh PURI 36) 00 ee 
ber of the class is supposed to secure] Hale & Yerxa 1859 Washington St., Boston Mass.}an assistant in Hale & Yerxa’s office. 


Part Three 


} To the Teacher.—It will be found necessary to have the pupils write a number of answers to the above ad- 
vertisement on loose paper before copying it in the writing book. 


Se ee 


> BUSINESS FORMS te 
(28) (1) Quotations of Prices (2) Letter ordering Goods 


On Aug. 8, 1903, C. E. Quincy & Co., 470 Union Sq., N.Y. City, write your firm, Hale and Yerxa, quoting price on 500 bbls. XXX Flour at $4; 


100 bbls. Granulated Sugar at 5 cts. ; 500 cans Delaware Peaches ati5cts.; F. O. B., Boston. Ninety day note. 


Part Three 


Boston, Mass., ug. LO) to ae, 


Lewy’ Yo ey Y. 
Leamntheumenr,- Please stip U lhe fotlou- 


t img as her quotations of Cug.s 

ee ee hea sb a 

: 0, branutated Sugar eae 
wO0 qt CLA) Lt) Lea aL Reaches » ID g 


Yours truly, 


Mate & YL: Or 


(Copy in blank below.) 


eel Boston, Mass., Gases 


= 1859 Washington 


To the Teacher.— * |t is the business custom for clerks to sign the firm's name on Letters, Orders, Receipts, etc., and then their own initials 


s''P.A.'' (Pypil Assistant); but Notes, Drafts and Checks are signed by a member of the firm or by one especially authorized. 


PF rere 


(al BUSINESS FORMS ! 


A Sales Book contains a record of all merchandise sold. 


A Purchase Book is really a transcript of invoices of merchandise bougAt. 


PURCHASE BOOK | SALES BOOK SALES BOOK i 


HALE & YERXA HALE & YERXA HALE & YERXA ; 
Aue 49} 1903. a Sept. 1, 1903. 
Aug. 11, 190 Cobb, Aldrich & Co. H. A. Dunn & Co. | 
. - ; 903 ’ es ae 
Coe, Ouincy Cr Co.) ; i City. 10 Hill St., Hartford, Conn. ; 
70 Uiton Sp, New York |Z pbls REX lour, ine nes, 482, | aognses Quaker Oats (g60lbs.), $4.10 | 
soo bbls. XXX Flour, (*) $4.00 | er atone tr erent Seas a meres 52 | 10 bbls, Haxall Flour, : 5.10 \ 
100 bbls. G. Sugar (40,000 lbs. net), 205 yale ; Draft 10 Pee sight. 
500 cans Del. Peaches, _ .20 mt E | py IE 
Note 90 days. C. E. abner? Cig Ga Delano, | 
itv . ly 
—12— J City. a 
5 bbls. G. Sugar (2,000 lbs. net) $0.05; | 10 bbls. Haxall Flour $ | 
a } 5 ae — 5 J ° 9 ° O4 45 % . an 5 4.9 . 
James Ci cman CO Co., 25 cans Del. Peaches, 253 | 2 hhds. N. O. Molasses (120 gal. ea.), ee 
1878 James St., Richmond, Va. 30 days. 50 cases Quaker Oats (36-2 Ib.), 4.05 
100 bbls. Haxall Flour, $4.00 , ait 30 days. g 
z00 sacks Peanuts (3 bu.ea.), perbu. 1.75 | Sullivan & Read, i a 
Draft 90 days. | City. G. BE. Zanern eg Ce,, 
EY iy aS | 20 as ae ee Ibs, ea.), $0.23 Bangor, Me. 
pat o bbls. AAX HKlour .O5 ait iS T Ninlace , A : : F 
Wish. Haren Co .CO., rs bbls. G. Sugar (4,000 Ibs. net) ie . aus oak ei kata ea) St) eek : 
! 7 Kent St.. New Orleans, La. ) 30 days ae a mrnaboii susie tinea Hee 6 | 
ays. €2,)3 per aoZ. 2.1 
20 hhd. N.O. Molasses (120 gal. ea.), (*)224c sult Ac chests Tea (48 lbs. ea 2k ( 
'H 14% off 30 days or 60 days net. GOR. Zaner & Co; : 4 30 Ae Lite f 
f muy Sa 75 Main St., Bangor, Me. —3— 
\" re2 CO so bbls. XXX Flour $4.75 M. D ewis 
244 ‘=? +, ‘ i bx ae - = 
| j re I. Venner © Son, 4 10 bbls. G. Sugar (4,000 lbs: net), 053 iy City ; 
7A ie Ave., Chicago, Ill. 50 qt. cans Del. Peaches, 285 | ro tubs Butter (so lbs. ea.), $0.23 i 
300 cases Quaker Oats (36 2-lb.), $3-24 Oren eee? 10 cases Columbian Salmon (4 doz. 
100 tubs Butter (So lbs. each), 205 Teer ea.) per doz. 2.10 
NFR Ge j df. a) 7. + Ae Bie rime ; 
Noteodmo, ILnt. ch. | W. S. Thomson, 12 boxes Raisins (20 Ibs. ea.), oh 
a [uae g Oliver St., Providence, R. I. On account. 
1 T ig ba) | +t + 
Tripp & Underhill 10 bbls. Haxall Flour, $5 +25 wre ihomson, 
FA IS ey ie Tee ate Cal 1 hhd. N. O. Molasses (120 gal.), eB Providence, R. I. 
ad tHNS mi age ‘ha . 50 cases Quaker Oats (36-2lbs.), ‘ 4:00 | 30 bbls. G. Sugar (4,000 lbs. net) $o.05% ; 
1oo cases (4 dozen ea.) Columbia Sal- 25 cases Columbian Saimon (4 doz. ro cans Del Peaches : abt f 
he! genes i 2 5 « » e “Dy A : 
ries ei nape eae $1.53, ea.), : per doz. 2.16 | 369 Ibs. Coffee, 284 
2000 lbs. Eng. Walnuts, -003 | soo lbs. Eng. Walnuts, 10% Draft 20 days’ sight 7 
100 boxes caine oes Peet), 09 | 2e0 lbs. Cheese, ee: raft 2 ee ght. | 
oie 4 OSs Sioh’ Draft. j ° i 
i igual Pc 1; CoO Bren, 
! : Tee A a Hartford, Conn. 
Elias Rice, Sweat’s Road, Jie. O Brica, ra a a 
Freedom, N. H. 20 I.ine Ave., Ilartford, Conn. FOOD ADS See eee $0.305 
| § bbls. XXX Flour $5.12i | FO bbis. XXX Mlour, 4.07% 
1000 Ibs. Cheese, OTe tne Cheewe | 182 Note 4 months’ interest at 6%. ' 
2000 lbs. Evaporated Apples, .0g4 igtha nl ght pe aU ‘ mica wivegieh | 
3% off cash 30 days * | 5 bbls. G. Sugar (2000 lbs. net), .06 
af 20- / Demand note W. K. Lemont, 
Be Saab eee —25— 16 Granite St., Portland, Me. i 
Chase & Sanvos fen ‘ C. E. Delano, 1o cases Columbian Salmon (4 doz. 
Ly City. 2a) per doz. $2.16 - 
so Chests Tea (48 lbs. ea.), $0.333 | 1 hhd. N. O. Molasses (120 gal.), $0.354 | 5 chests Tea (48 lbs.e€a.), 47% i 
500 lbs. Coffee, .23i4 | 20 bbls. XXX Flour, _ 4.524 | 100 lbs. Coffee, 0282 
2% off cash 30 days. 30 days. Sight Draft 1% off, i 


To the Teacher— As the Pupil Assistant is now in the employ of Hale & Yerxa, as an office clerk, he will 
be directed by the bookkeeper, and will make out only business papers belonging to this firm. Beginners should 
make out business papers for a single firm only. In this way they acquire clear ideas of the business operations 
in which they are supposed to be engaged. (*) Aug. 18, Hale & Yerxa have a part of these goods placed in 
storage by the Atlas Storage Co. A Receipt for these goods will be found on page 40. 


The Sales and Purchase Books will afford most excellent drill for the class in their correlation of number work 
and penmanship. As the custom regarding days of grace and business methods differs in different states, the pupil 
should acquaint himself with local custom and conform therewith. 


(©) BUSINESS FORMS (uy 


Orders: Aug. 25, 1903 C. E. Delano sends his team to Hale & Yerxa for 1 hhd.N. O. Molasses 


and 20 bbls. XXX Flour, Hale & Yerxa give an Order on the Storehouse for these goods. 
(Write this Order in blank below) 


ATLAS STORAGE COM PANY 


20-22 Atlantic Avenue 


. Boston, Mass., sa Ld, 19.0 3. 
Please deliver pe So eee. _or order 


904U] Jed 


mG ted YS aia. 


and oblige diate: bo. <a Manaena 


Aug. 1903 Halk Hale > & Yerxa o Yerxa owe their truckman, J. K. -. Soule, $60, but not having that amount available they 


give him an Order on ©. E. Delano, who owes them. 
(Write the Order for $ GO in blank below) 


Boston, Maks, she BL 77 OG: 


(1) Order on Storehouse for Goods, 


ae ae Mn. pe eo 


ue a boli: Gat Y's a anes 


> 
o 
= 
ie} 
= 
= 
2) 
— 
we 
® 
Ke) 
i 
0) 
N 
4 


Sept. 8, 1903 M. D. Lewis sends his team to Hale & Yerxa for some Coffee and Meas which they do not 


keep and so they give to the teamster an Order on Chase & Sanborn for these goods. 
(Write this Order below) 


Loilin, A ee SURES 
ae: (haa es Ao det, 
Pleas MEL Aen Eo M.D. Lanes , Or pile 


loo tbe. Luppes 


aml hi onegs. Le munaccount 


To the Teacher;— Great care should be taken in explaining these Orders tals their A Yunace to the business 


transactions. (The correct wording and arrangement will be found under ‘‘Orders’”’ on cover page.) 


(3) Order for Goods. 


ate, BUSINESS FORMS (=) 
> C4) * Invoice. (2) Due-bill. (Payable in money or merchandise) 
@ | 
_ Aug. 14, 1903 C.E. Quincy & Co., New York, ship the goods ordered by Hale & Yerxa, Aug. 11, and send 
= the following bill. 
Qo 
CA - 
New York, Cugusr ee OS 
C. Quincy Go, 
Aor, SSS SSS So Id to 
Whol esale Plour, 
Grain and Gro- 
cerves. 
SF a Union sae 
Cami Mate & Usrnw 
J 
Terms ; /tote GO LVS debe tes calls OO ay er 
| SA Net Se Ms ALEIGS ADELA ENS AEGAL AN UL © ARGS RTT Se GSMS UPS GEAR GRISEA LEE ok scotia canoes | 
Dp Oy Oy Jy ey ! | 
LAY, i! 
ee OTe, bt sn Sd Mie an $ i/.00| 2000 
Uf 
o | ae Diehl ie Lp } i 
2 FOO ue Pee UGEA/L, LOOOO tALe SES SG PONV) 
: | 
Del Peaches 
a S00 CATLA JILL. Rah Ls LON OOP 
vai | 
| | | ee OO are) 
| Boston, Mass., Aug. 31, 1903. 
Hale & Yerxa owe H.O, Rawson, who does not || Due H..O, Rawson Sixty Dollars, in. cash. or 
. care for immediate payment, and so he is given a || in goods at our store. 
Due-bill to settle the account. | Hale & \Yersa 
| Copy this Due-bill in blank below) 
|| 
eA) 04 Woe. er a, Sa, sib) TOR 
P| o 
| FS 
‘ : 


To the Teacher;— * It is customary in business for a firm to distinguish between detailed statements of 
purchases and sales by calling the former ‘‘Invoices’’ and the latter ‘‘Bills.’’ 
The ean : not to copy this Invoice but examine it to see whether the figuring is correct. 
The Due-bill is made out'‘on Hale’ & Yerxa’s letter ; heads. 


BUSINESS FORMS 
(=) Bill of Goods. Aug, 17, 1903 Hale &.Yerxa receive a letter from G. E. Zaner & Go., 75 Main St., Git 
Bangor, Me. ordering 50 bbls. XXX Flour at $4.75; 10 bbls. G. Sugar at 53 cts.; SO qt.cans Delaware Peaches at 
28: cts. The correct form of the bill follows. 


Part Three 


Boston, Mass., uqus4 I7, 1g03. 
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Terms JO da 
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Po SUGd, 000 LS mer O54 220100 
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Bill of Goods 


50 qh. cans drt. Peaches 2 [| 25 


(Copy the above Bill in blank below.) 


Boston, Mass., | 1.0 


To the Teacher.—In most classes some pupil will be found who has a printing press and will print bill- 


! 5 It is customary when a name appears on a bill as “G.E.Zaner 
heads with the name (Hale & Yerxa) for class ‘use: & Co.,’”’ to write it larger than in ordinary correspondence. 


oC BUSINESS FORMS 
Bank Checks 


@ 
=P) 
= 
a sept. 16, 1903 Hale & Yerxa receive a letter from G. E. Zaner & Co., Bangor, Me., inclosing their bill of 
= Aug. 17, for $481.75 and a Check to cover same. This Check is given below 
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Hale & Yerxahave money on deposit at the Globe National Bank of Boston. Draw a Check in favor of Elias Rice for $281.30 to pay for goods 
ordered and received from him in August. See Purchase Book, page 29. Date Check Sept. 15, 1901. 
be : Boston, Mass., 
fox 
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te 1 eS N y 7 ( 2 
> : A > 
Globe National Bank 
= 
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2 
6 
o | all 
és UU cia Sa en, HE ( Dol 
a Check for $901.85 in favor of Chase & Sanborn, Dated Sept. 19, 1903. See Purchase Book, page 39. 
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the Teacher:— Bank Checks are usually printed in book form with a “sib”? at left on Which, when a 
Check is used, the date, name of payee, amount, etc. are recorded for reference. Show a Check Book to the pupils. 


ee 


(1) Indorsement for Deposit § 


Indorsement in Full 


C2) 


Indorsement in Blank 


(3) 


BUSINESS FORMS ; 
Check Indorseinents,— (1) For Deposit, (2) In Full, (3) In Blank (at 


(1) After Hale & Yerxa’s firm signature is placed on the back of Check it is said to be ‘‘Indorsed’’ and they 
will deposit it in their bank. 

| | 
| | 
| | 

| near 

| | 

Ete de het as 


(2) Mr, Rice, upon receiving this Check from Hale & Yerxa, gives it a ‘‘Full Indorsement’”’ and sends it to 
Mr. Topliffe, whom he owes. Mr. Topliffe must also Indorse it before collecting. 


iy Dee We a 


| | | | 
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erxa, after which they will collect or deposit it. 


To the Teacher;— Have the pupils understand that the holder of a check must write his name across its 
back before presenting it for payment. The lines will afford an opportunity for practice. 
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aii BUSINESS FORMS So) 
(1) Bank Deposit Slip (2) Sight Draft 


Sept. 19,1903 the Pupil Assistant is sent about the city to collect bills now due for goods sold Aug. 17, 


4 Which will be found on page 29 of Sales Book. Cobb, Aldrich & Co., pay by check on the Commercial National 


3 Bank $150 and Bank Bills $50; C. E. Delano pays in gold $40, bills $50 and silver $31.30; Sullivan & Read pay 


(1) Bank Deposit Slip 


Sight Draft 


(2) 


Thy check on Somerville National Bank $687.50. The Pupil Assistant is then sent to the Globe National Bank to 
deposit his collections together with check from Zaner & Co., received Sept. 17, and to leave the Sight’ Draft: (2) 


with the *‘Collections Clerk’’ for collection. The Recenane Teller at the bank will require the amount to be 
deposited placed on a paper called the ‘‘Deposit Slip’’ (1) in the following manner.— 


DEPOSITED IN DEPOSITED IN 
GLOBE NATIONAL BANK GLOBE NATIONAL BANK 
B a Sas & ULnALa. ae 


Boston, wy. pA LAS OS. Boston, 1, 
Each Check must be endorsed, and listed sepa- Fach Check must be endorsed, and listed sepa- 

rately. rately. 

Bills | 100. is Bills ee oe 

Silver See) Tae ae PN ae Silver ——-— 

Gold__ iy a esa MOL Gold Se Wanna seh nha eh 

Checks | Checks | 

Comamnsrctak Nat|_1so| ae i 
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| IHLGO|SS 


(Copy same in blank at aia 


—_—— 


Hale & Yerxa draw the following Sight Draft* on W. K. Lamont of Portland Me., for amount of bill Sept. oy 190s. 


_ ~ = 
Fee pips oxi ig 1903, 
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To the Teacher.— Pupils should be shown how to receipt bills. The most common way is here given. 


Paid Date, ) Tale. &, Yéraa risa. “P, A.’’ means the Pupil Assistant. Pupils are to use only their own 


initials and never the letters ‘‘P’ A.’’ as they are only general characters referring to all pupils. *“This Draft is 


given a ‘‘Blank Indorsement’ by Hale & Yerxa before it is received at the bank for collection. 


See Indorsement (3), page 34. 


BUSINESS FORMS (a 
. au, VIL 
Models for Superscription 
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Part Three 


Envelope 
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for Bill, 
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See page 


32 
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For letter. 
See page 


27 
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To the Teacher.— Ample drill should be given the class from these models. Plain paper cut to the right 
size will be found best. See that written matter on the envelope is well balanced. 


BUSINESS FORMS 
(ut Notes,— Negotiable and Non-negotiable () 


On Sept. 20, 1903 Mr. J. C. O’Brien of Hartford, Ct., personally purchases the Bill of Goods as shown in the 
Sales Book, page 29, with the understanding that Hale & Yerxa will wait a reasonable time for payment. Upon 
bein 


Part Three 


g given his Bill he immediately writes the following Demand Note. 


: Hartford, Ct., tepk 20. 19.03. 

; 

p Ca dig avid, ie promise to pay 
‘Mate. f Yorrza. ie 

: Omez Aeumdasd tad LU = fOULL and, ts aie Dollars 

: Value received L AL cs Baten - 


Aug. 12, 1903 Hale & Yerxa receive an Invoice from C. E. Quincy & Co., N.Y. Amt, $4100. Terms—90- 
day Note without Interest. (Write a Note in favor of Quincy & Co., in blank below from these data.) 


Aoslon; Mass Sines Sie CG 


Negotiable. 


| 1859 Washington St. Abed thle for ithe te fi yy 
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i Yo Wirth 
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ae 
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(2) Time Note 


Payable at Globe National Bank 


In the mail this morning, Aug. 17, 1903, Hale & Yerxa receive an Invoice from J. J. Venner & Son, Chicago, 
Ill. Amt. $1997. 'Terms—-Note 6 mos., interest at 6%. (From the above write a Note for Venner & Son in 


blank below.) 


CoP) Mh, ae 
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| Payable at Globe National Bank 


To the Teacher.— Pupils should be well drilled on all terms pertaining to Notes as found on the cover 
pages. The correct wording and arrangement for the two blank Notes above, will also be found there. 


(3) Interest-bearing Note 


(1) Receipt for Goods Stored. 
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(3) Blank Receipt for Money on Account. 


BUSINESS FORMS Hit 
Receipts 
Hale & Yerxa have too little room on their premises to keep all the goods they have purchased and so they 


store some of them elsewhere. 
Aug. 21, 1903 they send to the storehouse, 12 hhds., N. O. Molasses and 300 bbls., XXX Flour. Below is the 
Receipt given them. 


ATLAS. STORAGE COMPANY 
20-22 Atlantic Avenue Beton. Mace. eee 


Nate & Yorn 


You are hereby advised that the following Merchandise has this day been received on your account 


for STORAGE, viz:- 


Marks & Nos. 12 hh id, NL, OF ot assLs 
NOT ey: Oe ee 


peor ba: 
ATLAS STORAGE CO. By NON aut, a Landers 


2 


Sept. 1, 1903 the landlord, N. M. Ransom calls at the store ot Hale & Yerxa for one month’s rent at $4800 annually. 
(Write a receipt in blank below for the landlord to sign when you give him the money) 
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Dollars 
100 


For Rent of boa for month ending 


i Or Ss Naa a5 . ta i oo a Be ¢ Fees P Seer Pa leaener £5 r O11 F 
sept. 25, 1903, Mr. M. D. Lewis enters the store of Hale & Yerxa and giv he <keeper $50 on account. 


(Write a Receipt for this transaction) 


ale — — 


r:— When goods are placed in storage they have special ‘‘marks and numbers’’ put on them 
for reference. In this case the Molasses and Flour were marked thus, ‘‘N. O. 72’? and ‘“‘XXX 73’, On the cover 
page under ‘‘Receipts’’ will be found the wording and arrangement for forms (2) and (3). 


~ $4700.00 


} (1) Demand Note. Non-Negotiable. 


(See page 37.) 


$764.17 Hartford, Ct.. Sefz. 20, 1903 
On demand I promise to pay 
Hale & Verxa 


| One Hundred Sixty-four and 13 Dollars 
100 


value received J. G. O’Brien 


(2) Time Note. Negotiable. 


Boston, Mass., Aug. 12, 1903 


Ninety days after date we promise to pay 


°C. E. Quincy & Co. or order - 


Forty-one Hundred Dollars 


Value received 
Hale & Verxa 


(3) Interest bearing Note. 


‘$2997.00 


Szx months 


Boston, Mass., Aug. 17, 1907 
after date we promise to pay 
J. G. Venner & Son. or order 

Nineteen Hundred Ninety-seven Dollars 


Interest 6 % Value received 


Hale & Verxa 


In Note (1) J. G. O’Brien is the 


Maker of the note, because he gives it, 
and Hale & Yerxa are the Payee, be- 
cause they are to receive the money. 


An Indorsement is (1) a signature 
on the back of a negotiable paper, or (2) 
the record of partial payment on the back 
of a Note. (See pages 34. and 38.) 


(1) Time Draft 


A Receipt is a written acknowledg- 


ment of the payment of money, goods, - 


labor, etc. (See page go.) 


(1), Receipt for Goods Stored. 


ATLAS STORAGE COMPANY 
20-22 Atlantic Avenue 


Boston, Mass., Aug. 2%, 1903 
Hale & Yerxa 


You are hereby advised that the following 
Merchandise has this day been: received on your 
account for Storage, viz: j 


whhd. N. O. Molasses 
300 bbls. XXX Hlour 


Atlas Storage Co., by Herbert Landers 


(2) Receipt for Rent. 


Boston, Set. 7, 1903 
Received from Hlale & Verxa 
Four Hundred Dollars 
Rent of Store for oxe monthending Aug. 31, ’03 


$400 N. M. Ransom 


(3) Receipt for Money on Account. 


Boston, Mass., Sept. 25, 1903 


Received of M. D. Lewis 
Fifty Dollars 
on account 
$50.00 Hale & Yerxa 
PAA. 
Drafts. — Drafts are written orders 


in which one party directs another to pay. 


a certain sum. of money at a specified 
time to the order of a third party or to 
the bearer. (See pages 35,39, and below.) | 


VALUE RECEIVED AND CHARGE TO ACCOUNT OF 
0 oO 
(ARTIS LS oe ae 


TO THE PUPIL. 


of the value of its social and business forms, to w 


A Sight Draft is one payable when 
presented to the drawee. 
A Time Draft is one payable at § 

specified time after sight or after date. © 
The Drawer is the maker of the draft. 
The Drawee is the one ordered to 
pay the draft. 
The Payee is the one to whom the 
draft is made payable. 3 


In the Draft at the bottom of this 
page Jas. Cotman & Co. are the Drawers, 
the Richmond National Bank the Payee, 
and Hale & Yerxa the Drawee. 

An ordinary check anda sight draft 
are much alike. 


(1) Time Draft. 


Boston, Mass., Sept. 2, 190F 


BIZ3-00 

Ten days after sight pay to the 
order of Globe National Bank 
One Hundred Thirty-three ‘Dollars 


Value received and charge to account of 


To H.A. Dunn & Ca. 


Hartford, Ct Hale & Verxa 


{2) Sight Draft. 


$606.73 3oston, Mass., Aug. 20, 1903 
At Sight pay to the 
order of Globe National Bank 


Six Hundred Six and 13 Dollars 
100 


Value reccived and charge to account of 


To W.S. Thomson, | 


Providence, Ril. flale & ere 


Preserve this Book when completed, not only as a reminder of your school-days, but also on account 
hich you will probably need to make frequent reference in the future, © 


{Copyright 1903, by W. A. Whitehouse. Patent Applied For.] 
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NATURAL MOVEMENT EXERCISES 


“s®YS UO UIBEg “yes uo uideg seis uo Sag «| ikys uo uideg ‘ARJs UT U:Zeg 


SVMOQVHRWaASAnRVES 


